17. Recruitment Policy

Statement of Intent

We have an equal opportunity, pro-diversity policy, seeking to offer job opportunities

equally regardless of:

Sex; disability; religion; social, ethnic and cultural background; sexual orientation,

pregnancy and maternity; and age We are committed to recruiting, appointing and

employing staff in accordance with all relevant legislation.

Aim

To ensure we employ the most suitable person for any vacancy that arises thus

continuing our commitment to offer high quality pre-school care and education.

Procedure

We recruit staff though adverts. Advertisements for the job are placed on the
pre-school’s notice board, on local notice boards (i.e. the post office and farm
shop) and, if considered necessary, in the Job Centre and local newspapers.
Location, hours, pay and job description/person specification are included in
the advert, along with a contact person and telephone number and a closing
date for applications. Internal applications will be considered alongside external

applicants.

A job application form, incorporating an equal opportunity monitoring sheet, is

sent to applicants.

All short-listed applicants are invited to attend an interview conducted by a
panel consisting of at least one senior member of staff and one member of the

parent management committee.

The panel agree in advance the framework of questions to be asked based on

the job description.

After all the interviews are concluded, the panel then reaches a decision, based
on the completed application form and performance in the interview, as to

which of the candidates is most suitable for the position.

The successful candidate is contacted as soon as possible. Assuming that the
person accepts, all the unsuccessful applicants are contacted to let them know

the outcome of the interview and their documents are kept for six months.




e The successful candidate is sent a written job offer to include start date and
rate of pay, being subject to satisfactory references and enhanced Criminal

Records Bureau checks.

e All new positions are subject to six months probationary period.

e New employees are provided with job descriptions, confidentiality agreements
and written Contracts of Employment that reflect the current nature of the post

within the obligatory two months of starting the job.

e We have an induction procedure for new staff that includes completing a
checklist covering our policies, procedures, routines and expectations of staff,

carried out during the first week of employment.

e Once the DBS checks for the new employee have been completed (and the
right to work in the UK if applicable) the disclosure number is recorded and then

the forms are destroyed after six months in accordance with current guidelines.

This policy was adopted at a committee meeting of Thorverton Pre-School.
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